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o Symbols ®

(*) (asterisk), 274

(...) (ellipsis), 28

(7 (question mark), 274
(~) (tilde), 274

o/ o

absolute references, 265, 266
Accept or Reject Changes dialog (Excel),
311

Account Information sheet, e-mail, 322, 324

Account Setup Assistant, e-mail, 322
Accounts pane (Outlook), 324, 368
action buttons (PowerPoint), 223-225
Action Settings dialog (PowerPoint), 224
Add menu (Word), 94-95
Additional Tools folder, 15
Administrator account, 11, 12
Advance Slides options (PowerPoint ),
243-244
Advanced Search (Outlook), 337, 548, 366
aligning objects in PowerPcint slides,
207-208, 210

All Caps font option, 7%
Always Add Copy feature, 95
animations in PowerPoint

charts, 222-223

graphics, 215-222

SmartArt, 222-223

text, 215-222

transitions, 211-215
Animations tab, Ribbon, 215, 223
antivirus software, 11
Apple Address Book, 317-318, 345
Apple Mail, 316-317, 345
appointment

canceling, 357

creating in Outlook, 353-356
area chart, 278
Arrange menu (PowerPoint), 204-206
arrow cursor, 74, 75

asterisk (*), 274
attachments, e-mail, 330, 384
Audience view (PowerPoint), 244
Audio Browser, 200
Audio Notes tab, Ribbon (Word), 60, 387
audio recording in Word, 60
authentication window, 12
authorGEN, 170
AutoComplete pane (Excel), 301
AutoComplete tip o.r, 101
AutoCorrect feature, 96, 98-100, 240
AutoCorrect nanc

Excel Pref=rences, 300

Outloak Preferences, 368
autofilting cells (Excel), 263-264
Avut< it and Distribute command, 140
ANeisFormat, 100, 240
utomator application, 384-385
AutoRecover feature, 43
AutoText, 101
AutoUpdate application, 13

ol e

background, PowerPoint slide, 187
backup copy, 42, 378
Banded Columns option, 193
Banded Rows option, 193
bar chart, 278
Bilingual Dictionary (Word), 104-106
Blocked Senders list (Outlook), 334-336
borders, table, 140
boundary line, dragging, 139
broadcasting a presentation, 21, 235-236
bubble chart, 278
bulleted lists, 134-135, 189, 219
bullets
animation of, 219-222
style, changing, 189
Bullets pane, PowerPoint, 189
buttons
PowerPoint content placeholders, 191
smart, 262
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Calculation pane (Excel Preferences), 300
Calendar module (Outlook)
activating, 352
deleting events, 357
invitations to meetings, sending, 356
overview, 318-319
printing events, 357
scheduling appointments and meetings,
353-356
views, 353, 354
Calendar pane (Outlook Preferences), 369
categories
assigning to contacts, 351
creating, editing, and deleting, 351
Categories pane (Outlook), 368
Categorize button (Outlook Contacts), 351
cells. See Excel, cells
Chambers, Mark (Mac OS X Snow Leopard
All-in-One For Dummies), 319
Change Picture command, 283, 284
Chart Layout, Ribbon, 31-32, 194, 195,
279-280
Chart pane (Excel Preferences), 300
Chart Screen Tips area (Excel), 300
charts
animating in PowerPoint, 222-223
creating
Excel, 278-279
in PowerPoint, 193-.19¢
formatting Excel, 278-280
Sparklines, 23
types, 278
Charts tab, Ribbon, 86, 193, 196, 279
Clip Art Browser, 72
clip art images, 70-72, 281, 375-376
Clip Gallery, 70-71, 375-376
Clip, 70-71, 375-376
Clipboard, 93
cloud-based file storage, 15-16, 43-45
co-authoring, 18
collaboration features
accepting or rejecting changes, 158-160
Excel, 308-311
PowerPoint, 239-240
tracking changes, 157
Word, 156-160

color

customizing PowerPoint theme, 181

font, 78
Colors menu (PowerPoint), 182
column chart, 278, 281
columns

creating in Word, 132-134

names in Excel, 253

Outlook, 364-365

PowerPoint tables, 192-193

resizing table, 139-140
Columns button, 132-133
Columns dialog (Word), 133-134
Command key, seleciing text with, 74-76
Command Propertias dialog (Office), 391
commands

adding and remnioving

menu, 351392
toolvar, 51, 391

keybga:d shortcuts, 394-395
comaents, 158-159, 239-240
Ccwimunicator, Microsoft, 379
vompatibility pane (Excel), 301
Compatibility Report palette, 33
Composing pane (Outlook), 368-369
conditional formatting, 23, 302-304
Contact Group icon (Outlook), 349
Contacts list (Outlook)

adding and removing contacts, 342-345

Advanced Search header, 348

finding contacts in, 346-348

groups, 349-350

resizing, 347

sorting, 346
Contacts module (Outlook)

activating, 342

adding senders of e-mail message as

contact, 344-345

categories, 351

creating a contact, 343-344

finding contacts, 346-348

groups, creating, 348-350

importing vCards, 342

List view, 347

overview, 317-318, 342

removing a contact, 345, 351

tools, Ribbon, 350-352
Contacts pane (Outlook Preferences), 370



Contacts Search (Outlook), 328, 346, 347
content placeholders, 191
Copy Format command, 152
copying and pasting
Excel cell data, 261-263
images and text, 84-85, 90
cover page, deleting, 87-88
Create Contact window (Outlook), 343, 345
Crop tool, 283
cursor
blinking, 70
move cursor, 279
selecting text with, 74
Custom Animation palette (PowerPoint),
216-218, 222
custom lists (Excel)
creating, 286-287
sorting, 287-288
Custom Lists pane (Excel), 286-287, 301
Customer Experience Improvement
Program, 12, 13
Customize Keyboard dialog, 35-37, 151,
152, 394-395
Customize Toolbar sheet (Outlook),
362-363
Customize Toolbars and Menus dialag
Excel, 302
Office, 34-35, 389-392
PowerPoint, 238
Word, 147-151, 152
cutting and pasting, 90

o) e

data labels, 194, 195
data recovery services, 378
Data tab, Ribbon, 272
Database Utility (Outlook), 378
Day view (Outlook Calendar), 353, 354
Default Signature menu (Outlook), 331
design elements (Word)
headers and footers, 122-125
images, 119-122
indents, 130-132
margins, 129-130
overview, 118-119
tabs, 125, 126-129
Dialog Text dialog (Outlook), 340

Dictionary (Word), 104-106
disclosure triangle, 105-106, 145-146
display, for PowerPoint presentation,
244-247
distributing objects on slides, 208, 209
Dock icon, 385
Document Connection, 15-16
Document dialog (Word), 129
Document Elements tab, Ribbon, 85, 86
documents. See also Word
backup copy, 42
creating
Office, 37-39
with typewriter, 53
with word proeessor, 54
elements, 85-56
linking information in, 26
moving iz iccuments, 64-66, 89-95
opening ifice, 37-39
saving, 40-45
“i\.the cloud,” 43-45
«s PDF file, 383-384
as Web page, 165-166
Word Notebook Layout type, 59-60
Word Publishing Layout type, 59-60
zooming in or out of, 63
domain, 335, 336
Double Strikethrough font option, 78
doughnut chart, 278
Draft view (Word), 55-56, 69-70
dragging and dropping
images, 71-73, 83-84, 90
PowerPoint slides, 173
text, 83-84, 90
drawing a table, 138-139
Dreamweaver, 165-166
DriveSavers, 378
drop shadow effect, 188, 189
Dynamic Guides, PowerPoint, 208, 210
Dynamic Reordering, 22

oF o

Edit menu, moving items to Formatting
toolbar, 148, 149-150

Edit pane (Excel Preferences), 299

Edit Rule dialog (Outlook), 339, 340

Edit Schedule dialog (Outlook), 333

Index 399
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Effect Options menu (PowerPoint), 214, 216

effects
adding to Excel, 284-286
drop shadow, 188, 189
PowerPoint animation, 215-223
Quick Styles and, 201-204
elements
adding, 85-86
modifying, 87
removing, 87-88
ellipsis (...), 28
e-mail
account setup
automatic, 322-324
deciphering error messages, 326-327
manual, 324-327
adding sender as a contact, 344-345
attachments, 384
junk mail, 334-336
messages
attachments, 330
creating, 327-328
formatting, 329-330
organizing in folders, 336-337
receiving, 332-334
searching, 337-338
signatures, 331-332
rules, 338-340
sending PDF files, 384
sharing file by, 44
E-Mail button (Outlock), 227, 350
Emphasis Effects (PowerPoint), 215-223
Entourage, 17, 24
Entrance Effects (PowerPoint), 215-223
envelopes, 160-162
Erase pen, 246
Error Checking (Excel), 268- 271, 300
Esc key, 28
Excel
cells
autofilling, 263-264
cell references, 265, 266, 304-305

copy and pasting data between, 261-263

data entry, editing, and formatting,
260-261

names, 252-254

naming ranges, 304-305

references, 265, 266

selecting, 255

changes

accepting, 310-311

rejecting, 310-311

tracking, 309-310
collaboration, 308-311
column names, 253
custom lists

creating, 286-287

sorting, 287-288
customizing

Preferences, 297-302

toolbars and menus, 302
data

copying and pasting, 261-263

entering, 260-2A1

filtering, 272-273

finding and replacing, 273-276

sorting, 271-272
describei, 16
Error-Ciiecking, 268-271, 300
foolers

creating, 289

editing, 289-291

in Page Layout view, 288
formatting

adding, 283-286

cell data, 260-261

cells, 262-263

conditional, 23, 302-304
Formula Bar, 260-261
formulas

cell range name in, 305

creating, 265

Formula AutoComplete, 268

Formula Builder, 266-268

overview, 265
functions overview, 265
headers

creating, 289

editing, 289-291

in Page Layout view, 288
hyperlinks, 306-308
keyboard shortcuts, 254-255
menus, 252
navigating, 254-255
new features, 22-24
overview, 251
pictures, adding, 281-283
Preferences dialog, 48, 297-302
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printing spreadsheets, 291-295
selecting text and objects, 252
shapes, adding, 281-283
spread effects, adding, 283-286
templates
online, 259-260
overview, 257-258
selecting, 258-259
user interface, 252
views, 254
worksheets, multiple, 305-306
Exchange, Microsoft, 322, 356-357
Exit Effects (PowerPoint), 215-223
exporting
PowerPoint presentations, 229-236
PowerPoint slides as picture files, 231-232
eXtensible Markup Language (XML), 41

ofF e

Feedback pane
Excel Preferences, 302
Outlook Preferences, 370
file format, 41
files
opening, 37, 44-45
saving, 40-45
Filter pane (Excel Preferences), 5v1
filtering
Excel data, 272-73
Outlook categories, 351
Find and Replace dialog (Word), 109-111
Find dialog (Excel), 273-275
Finder, 37
finding
data in Excel, 273-275
Outlook contacts, 346-348
Flip4dMac, 377
folders, for e-mail messages, 336-337
Font dialog (Word), 76-78
Font Style, 76
fonts
customizing PowerPoint theme, 181
formatting, 76-78, 193
installed with Office, 378-379
ligatures in, 20
in PowerPoint table, 193
previewing, 379
Show Typefaces in Font Menus option, 390

Fonts pane (Outlook Preferences), 368
footers
adding lines to, 124-125
creating in Word, 122-124
Excel
creating, 289
editing, 289-291
values of, 288
Forefront Invoice template, 115-116
Format Background dialog (PowerPoint),
187
format button, 262
Format Chart Area dialog (PowerPoint),
194, 195-196
Format Data Labels aialog (PowerPoint),
195
Format Data Pouit dialog (PowerPoint),
195, 15¢
Formai Dava Series dialog
Excel; 279-280, 281
PowerPoint, 195, 196
“oyimat menu, 110
1 ormat Painter, 153, 386
Format Picture dialog
Excel, 285-286
PowerPoint, 202, 204
Word, 81-82
Format Picture tab, Ribbon, 81, 121,
283-286
Format pop-up menu, 41
Format Shape dialog (PowerPoint), 188
Format tab, Ribbon, 136, 196
Format Text dialog (PowerPoint), 189
Format tool (Excel), 263, 304
formatting
elements in documents, 87
e-mail message text, 329-330
Excel
cell data, 260-261
cells, 262-263
charts, 278-280
conditional formatting, 302-304
with Format Painter, 386
images, 80-82
paragraphs, 78-80
tables in PowerPoint, 192-193
tables in Word, 139-142
text, 76-80
with Word styles, 144-147
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Formatting Palette

PowerPoint, 197

Word, 154
Formatting toolbar, 30, 79-80, 148, 391
Formula AutoComplete (Excel), 268
Formula Bar, Excel, 260-261
Formula Builder (Excel), 266-268
formulas, Excel, 265-268, 305
Full Screen view (Word), 57-58
functions, Excel, 265

oG e

Gallery
Recent Documents, 44-45, 385
templates in, 38-39, 114-115
Word Document, 114-115
Workbook, 258-259
Garage Technology Ventures, 176
General pane
Excel Preferences, 298-299
Outlook Preferences, 367
Global Slide Master, 184-185
Google Groups, 315
grammar checking, 95-98, 238-239
graphics. See also images
animating in PowerPoint, 215-22%
Excel
adding to spreadsheet, 281-283
formatting, 283-286
inline, 120
SmartArt, 197-199, 222-223
grayed-out menu items, 28, 29
grids, 137. See also tables
Group window (Outlook), 349-350
groups, creating in Outlook, 348-350
guides, dynamic, 208, 210

o o

handles, 281-282

Handout Master (PowerPoint), 187

handouts, PowerPoint, 227

Header and Footer dialog (PowerPoint),
186-187

Header and Footer tab, Ribbon, 122-123

Header dialog (Excel), 293

header row, 271
Header/Footer tab, Excel Page Setup
dialog, 293
Header/Footer toolbar (Excel), 289-291
headers
adding lines to, 124-125
creating in Word, 122-124
Excel
creating, 289
editing, 289-291
values of, 288
on PowerPoint slides, 186-187
Help feature, 19, 25, 49-50, 386
hiding text, 78
Highlight Changes dialog
Excel, 309-310
Word, 157
holidays, imvorting to calendar, 376
Home 12b, fRibbon, 79, 350-352
homonyins, 110
hyperinks
1serting in Excel, 306-307
in PowerPoint presentation, 241-242
removing in Excel, 308
hyphenation
automatic, 102
manual, 101-102

o]e
[-beam cursor, 74, 75
iCal, 318-319, 345
iChat, 374
icons
hiding Ribbon, 365
toolbar, 67, 363
used in book, 4
IM button (Outlook Contacts), 351
images
adding
to Excel spreadsheet, 281-283
to Outlook note, 358-359
to PowerPoint presentation, 199-201
to Word document, 70-73, 119-120
clip art, 70-72, 281, 375-376
copying and pasting, 84-85, 90
dragging and dropping, 83-84, 90
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exporting PowerPoint slides as, 231-232
formatting
Excel, 283-286
Word, 80-82
moving in documents, 89-95
resizing, 120
rotating, 282
iMovie, 200, 231
Import dialog
Clip Gallery, 376
Outlook Calendar, 376
indents, 130-132
Index and Tables dialog (Word), 154-156
Insert Hyperlink dialog
Excel, 306-307
PowerPoint, 241
Insert menu (PowerPoint), 187
Insert Table dialog
PowerPoint, 192-193
Word, 137
insertion point cursor, 70, 74, 75
installing Office 2011, 10
Instant Messenger, 374
Invite button (Outlook Calendar), 356
invoice template, 115-116
iPhone, 318
iPhoto, 73, 200, 231, 232-233, 281
iTunes, 200, 231
iWeb, 165

° ] °
Junk E-Mail Protection dialog (Outlook),

334-336
junk mail, 334-336

oo

Kawasaki, Guy (founder of Garage
Technology Ventures), 176

keyboard shortcuts

creating new, 395

customizing, 35-37, 151-153, 394-395

Excel, 254-255

memorizing, 381-382

navigating with, 66

removing, 394

table of, 66

Keyboard Shortcuts pane (Word), 152
known issues, 25

o/ o

Label Options dialog (Word), 163
labeling icons, 67
labels, creating, 161-165
Labels dialog (Word), 162-164
languages, 11-12
Layout Placeholders (PowerPoint), 187
layout, PowerPoint slide, 183
Layout Slide Master, 185
leader, 127-128
ligatures, font, 20
line chart, 278
lines, adding to.neader or footer, 124-125
List view, Uuitiook Contacts module, 347
lists
Exrcel
creating custom, 286-287
fitering, 272-273
sorting, 271-272, 287-288
overview, 134-135
Tasks, 359-360
Live ID, Windows, 21-22, 235

ol o

Mac OS X Keyboard & Mouse System
preference pane, 152

Mac OS X Leopard, 16-17

Mac OS X Snow Leopard All-in-One For
Dummies (Chambers), 319

Mail Merge Manager, 26

Mail module (Outlook), 316-317. See also
e-mail

mailing labels, 26

Manage Rules dialog (Excel), 303-304

Manual Hyphenation dialog, 101-102

margins, 129-130

Margins tab, Excel Page Setup dialog, 292

markers, indent, 130-132

Mask to Shape menu item, 284

Master Placeholders (PowerPoint), 187

Master Text Styles object, 188, 189

Media Browser, 72, 124, 200-201, 281,
282, 358
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media files
adding to PowerPoint slides, 199-201
embedded in e-mail message, 330
meeting
canceling, 357
creating in Outlook, 353-356
sending invitations to, 356
Meeting Follow Up button (Outlook
Contacts), 351
Meeting Notes (PowerPoint), 244
Menu Bar palette, 392
menus
customizing
Excel, 302
Office, 34-35, 389-390
PowerPoint, 238
Word, 147-151
Excel, 252
modifying, 391-392
Outlook, 320
using in Office applications, 27-29
messages. See e-mail, messages
Messenger, Microsoft, 16, 351, 374
Microsoft Communicator, 379
Microsoft Document Connection, 15-1€
Microsoft Excel. See Excel
Microsoft Exchange, 322, 356-357
Microsoft Messenger, 16, 351, 574
Microsoft Office for Mac Academic 2011, 10
Microsoft Office for Mac Hcmz and
Business 2011 overiew, 10
Microsoft Office for Mac Home and Student
2011 overview, 10
Microsoft Outlook. See Outlook
Microsoft PowerPoint. See PowerPoint
Microsoft Word. See Word
MobileMe, 318, 370
Modern PivotTables, 23
Month view (Outlook Calendar), 353, 354
mouse
dragging and dropping items with, 90
navigating with, 64
selecting text with, 74
move cursor, 279
Movie Options dialog (PowerPoint), 229

movies
adding to presentation, 199-201
exporting PowerPoint presentations as
QuickTime, 229-231
moving text or images, 89-95
My Day application, 373-374

o\ o

narration, recording, 242
navigating
with keyboard, 66
with mouse, 64-66
Word documents, 64 -66
Navigation pane
Outlook
Calendar, 253
Categories; 351
folde: creation, 352
hiding/showing, 365
G My Computer area, 352
Smart Folders area, 348
PowerPoint, 242
Smart Folders folder, 338
using to remove an element, 88
New Custom Label dialog, 163
New Formatting Rule dialog, 304
New Style dialog (Word), 144-145, 146-147
Normal view
Excel, 254
PowerPoint, 171-172, 180
Notebook Layout view (Word), 58-60,
387-388
notes
adding to PowerPoint slide, 174
audio, 387-388
printing PowerPoint, 227, 228
Notes Master (PowerPoint), 187
Notes module (Outlook)
activating, 357
creating a new note, 358
overview, 319, 358
photos in, 358-359
Notes Page view (PowerPoint), 174-175
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Notification and Sounds pane (Outlook
Preferences), 4648, 368

Numbered lists, 134-135

Numbering tab, Format Text dialog, 189

o () o

objects, PowerPoint
aligning, 207-208, 210
animating, 215-223
arranging, 204-206
charts, 193-197
distributing, 208, 209
media files, 199-201
overview, 191-192
SmartArt, 197-199
tables, 192-193
title and text, 188-190
Office Address Book dialog (Outlook), 162
Office applications
creating and saving documents, 37-45
customizing, 34-37
Help function, 49-50
linking documents, 26
menus, 27-29
preferences, 45-48
ribbon, 31-32
toolbars, 29-31
Toolbox, 32-34
Office Communications Szrver 2007, 379
Office folder, 16
Office for Mac 2011
customizing, 389-395
demo version, 12
editions of, 9
fonts installed with, 378-379
installing, 10-12
known issues, 25
new features, 16-24
older versions, dealing with, 13-14
setting up, 12-13
updating, 13
Web site, 377-378
Office Online (Web site), 259, 375
Office Scrapbook, 93-95
online reference tools, 104-107

online templates, 61, 259-260
Open File dialog (PowerPoint), 199
Open Recent feature, 385, 393
opening
Gallery item, 39
Office document, 37-39
SkyDrive-stored files, 44-45
Order pane (Excel), 280
Organize tab, Ribbon (Outlook), 352
outline
PowerPoint, 177-178
printing an outline, 227-228
Word, 178
Outline view (Word); 51-62
Outlook
Advanced Seaich, 366
Apple Mail conipared, 316-317, 345
columns; 2¢4-365
creatir'g anew document, 37
custeinizing, 361-363
Datebase Utility, 378
e-mail
account names, 323
attachments, 330
creating messages, 327-328
formatting message text, 329-330
junk mail, 334-336
organizing messages in folders, 336-337
receiving messages, 332-334
rules, 338-340
searching, 337-338
setting up automatically, 322-324
setting up manually, 324-327
signatures, adding, 331-332
as Entourage replacement, 17, 24
functions of, 16
hiding Ribbon icons, 365
interface elements, hiding and showing,
365
layout, 363-366
modules
Calendar, 318-319
Contacts, 317-318
Mail, 316-317
Notes, 319, 357-359
Tasks, 319-320, 359-360
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Outlook (continued)
new features, 24
Notifications and Sounds preference
pane, 46-48
overview, 315
Preferences, 331, 333, 339, 367-370
rebuilding database, 378
Ribbon tools, 350-352
Time Machine support, 24

oo

Page Layout view (Excel), 254
Page Setup dialog (Excel), 291-294
Page tab, Excel Page Setup dialog, 292
Page Width option, 63
paragraph
formatting, 80-82
style, 145, 154
Paragraph dialog, 78-80
password
Administrator account, 11, 12
e-mail account, 322, 324, 325
Paste Special command, 148, 149-150,
261-262
pasting, copying and
Excel cell data, 261-263
text or images, 84-85, 90

PDF. See Portable Document Fcrmat (PDF)

files
Pen tool, 246, 247
pictures. See also images
adding to Excel spreadsheet, 281-283
formatting Excel, 283-286
inserting into Outlook note, 358-359
pie chart, 278
PivotTables, 23
Playback Options menu, 200
pointer, options for PowerPoint
presentations, 247
Portable Document Format (PDF) files
exporting PowerPoint presentations as,
233-235
saving document as, 383-384
PowerPoint
Comments feature, 239-240
dynamic guides, 208, 210

new features, 21-22

overview, 16, 169-170

presentation/slide show
action buttons, 223-225
advancing slides, 215
aligning, 207-208, 210
animating charts, 222-223
animating text or graphics, 215-222
annotating slides, 247
arranging objects, 204-206
black or white screen, 247
charts, 193-197
distributing objects, 208, 209
ending, 173-174
exporting as file:. 229-236
hyperlinks, 241-242
layouts, 123
media fiicc-adding, 199-201
narration, 242
objcCrs overview, 191-192
outine, 177-178
pausing, 247
pointer options, 247
printing, 225-228
Quick Styles and effects, 201-204
rehearsing, 243
setting timings, 243-244
sharing, 169-170, 225-236
Slide Masters, 184-187
SmartArt, 197-199, 222-223
starting new, 177, 180
tables, 192-193
10/20/30 rule, 176-177
themes, 180-182, 240
tips, 176-178
title and text objects, 188-190
transitions, 211-215
Web broadcasting of, 21

text boxes, 172

tools
collaboration and revision tracking,

239-240

menu customization, 238
presenter, 244
proofing and reference, 238-239
templates, 240
toolbar customization, 238
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view
Audience, 244
Master, 175-176, 184-187
Normal, 171-172, 180
Notes Page, 174-175
overview, 170-171
Presenter, 175-176, 244
Slide Show, 173-174
Slide Sorter, 172-173
PowerPoint Broadcast Service, 21-22
preferences
described, 45-46
setting for Office applications, 46-48
Preferences dialog
Excel, 48, 264, 268, 297-302
Office 2011, 45-48, 382-383
Outlook, 331, 333, 339, 367-370
PowerPoint, 231
Ribbon, 17
Word, 96, 98, 148, 154
presentation. See PowerPoint
Presenter menu (PowerPoint), 245
Presenter Tools screen (PowerPoint),
244-245

Presenter view, PowerPoint, 22, 175-175,

244
Preview window (PowerPoint), 244
Print dialog
Excel, 294-295
Office 2011, 383
PowerPoint, 225-228, 233-234
Print Layout view (Word), 56-57, 69-70,
115
printing
envelopes, 161-162
Excel spreadsheets, 291-295
labels, 164
Outlook Calendar events, 357
PowerPoint
handouts, 227
notes, 227, 228
outline, 227-228
slides in, 225-227
Private button (Outlook Contacts), 352
product key, 12
Project Gallery dialog
Recent tab, 393
templates in, 395

proofing tools, PowerPoint, 238-239
Publishing Layout view (Word), 58-61

OQO

question mark (?), 274
Quick Look feature, 330, 379
Quick Preview feature, 295
Quick Style list, Ribbon, 145-146
Quick Styles, 201-204
QuickTime
exporting PowerPoint presentations as
movie, 229-231
playing Windows mieia files, 377

o R e

radar chart, 278
Radio buttons, 48
RapidWeaver, 165
Reac Me document, 16
Qeading pane (Outlook), 365, 368
Recent Documents, 39, 44-45, 385
Recent tab, Project Gallery, 393
Recolor tool, 283
Record Slide Show icon, 242
recording audio, 60, 387-388
reference tools

online, 104-107

PowerPoint, 238-239

thesaurus, 102-104
Reference Tools palette, 32-33
rehearsing PowerPoint presentation, 243
relative references, 265, 266
Replace dialog (Excel), 275-276
Replace Font dialog (Word), 111
replacing

advanced options, 109-111

data in Excel, 275-276

formatting in word, 108-109

text in Word, 107-108
resaving, 41
resizing

handles, 281

images, 81, 120, 281

Outlook Contacts list, 347

table rows and columns, 139-140
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Review pane, Word, 157-160
Review tab, Ribbon, 158-160
Ribbon. See also specific applications;
specific tabs
adding elements using, 86
context-sensitive nature of, 80, 283
customizing, 17, 363
features of, 17-18, 31-32
minimizing, 67-68
modifying elements using, 87
Outlook, 320
overview, 283
paragraph formatting with, 79-80
tabs, 85-86
Ribbon pane (Excel Preferences), 302
rotation handle, 81, 282
rows, resizing table, 139-140, 192-193
rules, for received messages, 338-340
Rules pane (Outlook), 339, 340, 369

oS e

Safe Domains tab (Outlook), 335
Save As dialog (PowerPoint), 234
Save As sheet (Office), 40, 42
Save As Web Page command, 62, 165
Save AutoRecover feature, 43
Save Options, 42-43
Save, Save As compared to. 42
saving
customized template, 117-118
document as Web page, 165-166
documents, 40-45
files to SkyDrive, 388
“in the cloud,” 43-45
PowerPoint themes, 182
scatter chart, 278
Schedules pane (Outlook), 333, 369
Scheduling Assistant, 356-357
Scrapbook, 93-95
ScreenTips, 390
scrolling, 64
Search field
Gallery dialog, 39
Preferences dialog, 48

Search tab, Ribbon (Outlook), 337-338
searching
advanced options, 109-111, 366
e-mail messages, 337-338
Excel
filtering data, 272-273
finding and replacing data, 273-276
Find and Replace feature, 107-111
Outlook Contacts list, 346-348
saved searches, 338, 348
Security pane (Excel Preferences), 301
Select Changes to Accept or Reject dialog
(Excel), 310
Select Place in Docuient dialog (Excel),
307
selecting
in Excel, 252 255
Outlook centacts, 350
PowerPcuit slides, 180
text 1or editing and formatting, 73-76
Sena % Receive All, 332, 333
5enda & Receive submenu, 332
~end to iPhoto dialog (PowerPoint), 233
Set Transparent Color menu item, 283, 284
Set Up Show dialog (PowerPoint), 243
shadow effect, 188, 189
shape library, Office, 281
shapes, adding to Excel spreadsheet,
281-283
Share Workbook dialog (Excel), 308-309,
310
SharePoint, 18, 43-45
Sheet tab, Excel Page Setup dialog, 293-294
Shift key, selecting text with, 75
shortcuts. See keyboard shortcuts
signature, adding to e-mail message,
331-332
Signatures pane (Outlook), 331, 369
SkyDrive, 16, 18, 4345, 235-236, 388
Slide Masters (PowerPoint), 184-187
slide show. See PowerPoint
Slide Show view (PowerPoint), 173-174
Slide Sorter view (PowerPoint), 172-173
slide timings, setting, 243-244
Slides pane (PowerPoint), 171-172, 185
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slides (PowerPoint). See also PowerPoint
adding text to, 172
annotating, 247
background, 187
comment insertion, 239-240
duplicating, 173
grouping into sections, 22
headers and footers, 186-187
hyperlinks, 241-242
layout overview, 183
masters, 184-187
narration, 242
printing, 225-227
rearranging, 172-173
selecting, 180
setting timings, 243-244
themes, 180-182
views, 171-176
SlideShare, 170
Small Caps font option, 78
smart buttons, 262
Smart Folders folder (Outlook), 338, 348
SmartArt
animating in PowerPoint, 222-223
using, 197-199
SmartArt tab, Ribbon, 86
SMTP server, 325, 327
Snapz Pro X, 231
Snow Leopard Address Book, 345, 346
Sort dialog (Excel), 288
sorting
Excel data, 271
Excel lists, 287-288
Outlook Contacts list, 346
sound
adding to PowerPoint presentation,
199-201
for PowerPoint animation, 217
transition, 214-215
spam, 334-336
Sparklines, 23
Speaker Notes (PowerPoint), 244
Special menu, 110
spell checking, 95-98, 238
splitting windows, 91-92

spreadsheet. See also Excel
described, 251
navigating within, 254-255
printing, 291-295
Standard toolbar, 29, 67, 389-390
stock chart, 278
storing items in Scrapbook, 93-95
Strikethrough font option, 78
Style for Following Paragraph feature, 145
Style panel
Toolbox, 146
Word Formatting Palette, 154
styles
adding to toolbar ci-menu, 151
assigning to a paragraph, 154
defining by dizicg, 146-147
defining by exainple, 144-146
Quick Styie list, 145-146
Visual Suvies, 20, 21
Styles'dialog, 393
Subzeript font option, 78
Suyserscript font option, 78
surface chart, 278
Symbols tab, Media Browser toolbar, 281
Sync Services tool, 318, 342, 370
synchronization, 318, 342, 369
synonyms, 102-103
System Preferences Appearance pane, 298

oJ e

Tab key, 125
Tab menu (Word), 126-127
Table AutoFormat dialog (Word), 137
Table Layout tab, Ribbon, 142
table of authorities, 156
table of contents, 153-156
Table of Contents Options dialog (Word),
154-155
table of figures, 156
tables
formatting in PowerPoint, 192-193
in Word
creating, 137-139
formatting, 139-142
Tables pane (Excel Preferences), 301
Tables tab, Ribbon, 86, 137, 140-142, 192
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tabs
arranging text with, 125
clearing tab stops, 128-129
leaders, 127-128
setting, 126-128
Tabs dialog (Word), 127-128
Tasks module (Outlook)
activating, 359
creating new tasks, 360
overview, 319-320, 359-360
templates
adding style to, 145
creating your own, 395
customizing, 116-117
Excel
online, 259-260
overview, 257-258
selecting, 258-259
in Gallery, 38-39, 114-115
PowerPoint, 240
saving customized, 117-118
using, 115
Word
online, 61
publication, 60-61
text
animating in PowerPoint, 215-222
arranging with tabs, 125
copying and pasting, 84, 90
dragging and dropping, 82-t4, 90
entering in Word docrreeuit, 70
finding and replacing, 107-108
formatting e-mail, 329-330
hiding, 78
moving in documents, 89-95
selecting in Word, 66, 73-76
text box, 136, 172
theme, PowerPoint
applying, 180-181
customizing, 181-182
Themes tab, Ribbon, 180-182, 186
thesaurus, 102-104
Thumbnail pane (Word), 65

thumbnails, PowerPoint, 180-181, 212-213,

244
tilde (~), 274
Time Machine, 24
timer, PowerPoint, 244

Today view (Outlook Calendar), 353
toggles, 364, 365
toolbars
commands, adding or deleting, 31
creating new, 150-151, 392-393
customizing
Excel, 302
Office, 34-35, 389-390
Outlook, 362-363
PowerPoint, 238
Word, 67-68, 147-151
docked, 29
Formatting, 30, 79-80
minimizing, 67-68
modifying, 391
in Office applications, 29-31
Outlook, 362-5G3, 365
ScreenTipz, 390
showirig =uid hiding, 29, 30-31, 365, 390
size ai1a shape, changing, 30
Stavaard, 29, 67, 389-390
1w oltip information, 30, 31
oolbox
in Office applications, 32-34
Outlook, hiding and showing, 365
PowerPoint, 238
Reference Tools pane, 103-104
Style panel, 146
Toolbox palette, 32-34
tools
AutoCorrect, 98
Hyphenation, 101-102
PowerPoint
collaboration and revision tracking,
239-240
menu customization, 238
presenter, 244
proofing and reference, 238-239
templates, 240
toolbar customization, 238
reference
online, 104-107
thesaurus, 102-104
Spelling and Grammar, 96-98
Sync Services, 318, 342
tooltip, 30, 31
Track Changes feature, 157, 309-311
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Transition Options dialog (PowerPoint),
230
transitions (PowerPoint)
applying, 212-213
options, 214-215
overview, 211-212
Transitions tab, Ribbon, 212-215
Translation (Word), 104-107
two displays, setting up, 246

olf o

Underline style, 78
Undo command
Office applications, 28
PowerPoint, 199, 202
Unison 2, 315
unsplitting a window, 91
updates, 13
Usenet, 315

oo

vCard, 342, 352

versions of Office, dealing with multip'e
13-14

View Date menu (Outlook Calendar), 353

View pane (Excel Preferences), 299

View Switcher (Outlook), 31&

views. See specific applicaticis,; specific
views

VisiCalc, 302

Visual Basic, 18, 26

Visual Styles, 20, 21

o[/ o

Web Layout view (Word), 62-63
Web page

creating, 165-166

PowerPoint slide hyperlinks to, 241
Web Page Preview, 166
Web Search (Word), 104, 105, 107
Week view (Outlook Calendar), 353
wildcard, 110, 274
windows

creating new, 92-93

splitting/unsplitting, 91-92

Windows Live ID, 21-22, 235
Windows Media Components for
QuickTime folder, 377
Windows Media files, playing, 376-377
Word
audio recording in, 60
AutoCorrect, 96, 98-100
AutoFormat, 100
AutoText, 101
Bilingual Dictionary, 104-106
collaboration features, 156-160
columns, 132-134
copying
by copy and paste, 84-85, 90
by drag-and-dron, 33-84, 90
cursors, 74, 75
customizing
keyboa:d chortcuts, 151-153
toolars-and menus, 147-151
Dicticnary, 104-106
do . uments
creating, 69
entering text, 70
navigating, 64-66
types, 59-60
Draft view, 55-56
elements
adding, 85-86
modifying, 87
removing, 87-88
envelopes, 160-162
Find and Replace feature
advanced search options, 109-111
formatting, 108-109
overview, 107
text, 107-108
Full Screen view, 57-58
grammar checking, 95-98, 238-239
headers and footers, 122-125
hyphenation, 101-102
images
adding, 70-73, 119-120
formatting, 80-82
moving, 89-95, 120-121
resizing, 120
text wrapping, 121-122
indents, 130-132
keyboard shortcuts, 151-153
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Word (continued)
labels, 162-165
lists, 134-135
margins, 129-130
new features, 20-21
Notebook Layout view, 58-60, 387-388
outline, 178
Outline view, 61-62
overview, 16, 118-119
paragraph formatting, 78-80
Preferences, 48, 96, 98, 148, 154
Print Layout view, 56-57
Publishing Layout view, 58-61
reference tools
online, 104-107
thesaurus, 102-104
Scrapbook, 93-95
selecting text, 66
spelling checking, 95-98
styles
defining by dialog, 146-147
defining by example, 144-146
table of contents, 153-156
tables
creating, 137-139
formatting, 139-142
tabs, 125, 126-129
templates
customizing, 116-117
in Document Gallery, 11115
saving customized, 1*7-1138
using, 115
text
entering, 70
finding and replacing, 107-108
formatting, 76-80
moving, 89-95
selecting, 73-76
wrapping, 121-122

text boxes, 136
thesaurus, 102-104
toolbars and menus, 147-151
Translation, 104-107
views, 54-63
Web Layout view, 62-63
Web page creation, 165-166
Web Search, 104, 105, 107
windows
creating new, 92-93
splitting, 91-92
zooming, 63
word processor, 53-54
Work Week view (Oui'look Calendar), 353,
354
Workbook Gallery, 258-259
workbooks, Excei
multiple w<rksheets, 305-306
sharing, 368-309
workflows, Automator, 384-385
werkaneets, multiple, 305-306
wiapping text, 121-122

o X o
XML file formats, 41
XY chart, 278

oyo

YouTube, 170

o/ o

Zoom dialog (Word), 63



